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1.    INTRODUCTION 
· These Standing Orders supplement the provisions of the Further and Higher Education Act 1992 amended by the Learning and Skills Act 2000 and the Instrument and Articles of Government. In the event of any conflict between these Orders and either or both the Act and the Instrument and Articles, the Act and the Instrument and Articles shall prevail.
· The Standing Orders for the conduct of Corporation business may be varied at any time by the Corporation, and will be reviewed at least every three years.

2. COMPOSITION MEMBERSHIP AND APPOINTMENTS
2.1  Composition of the Corporation
· The composition of the Corporation is set out in Appendix 1.     The Corporation may, at its discretion, change the composition of the Corporation at any time, subject to the provisions of the Instrument of Government.
· The Search and Governance Committee will consider such matters on behalf of the Corporation and make recommendations to the Corporation.
· The Corporation may co-opt Additional Members to committee membership in accordance with the Articles of Government.  

2.2 Procedures for Appointment
· Appointments are subject to the provisions of the Instrument of Government, and will be made in accordance with the procedures set out in Appendix 2.   
· These procedures will be reviewed regularly by the Search and Governance Committee and any recommendations for change will be presented for approval to the full Corporation.
· The Search and Governance Committee will conduct a review of membership, including Committee membership, on a termly basis.  
  
2.3 Terms of Office
· The maximum term of office of a member is 4 years, in accordance with the provisions of the Instrument of Government.  
· The Search and Governance Committee will make recommendations regarding the length of terms of office, bearing in mind the need for continuity and overlap. 
· The student members and the designated student observer will serve for the terms of office described at their appointment.  
· Other elected members – Staff and Parents – will normally serve a three-year term of office.   
· Members retiring at the end of their term of office shall be eligible for re-appointment, subject to the provisions of the Instrument of Government.   
· Third or subsequent terms of office will generally not be recommended by the Search and Governance Committee unless on review it is felt that the Corporation would be seriously weakened by the loss of this Governor at that time. 

2.4  Resignation of Members
Members resigning other than at the end of their term of office should give notice to the Clerk in writing in accordance with the Instrument of Government.

2.5 Appointment and roles of Chair and Vice-Chair
· The role and responsibilities of the Chair are set out in Appendix 5. 
· These appointments are subject to the provisions of the Instrument of Government.
· To ensure that the Chair maintains the trust and support of the members, there will be an election every 2 years for the office.  Voting for Chair and Vice Chair will be by ballot.  
· The Vice-Chair will assume the responsibilities of the Chair in his/her absence.   He/she will stand for a 2 year term of office and will normally be elected on alternate years to the Chair to ensure continuity. 

3.   CORPORATION COMMITTEE STRUCTURE
       
3.1 Keeping within the strict guidelines laid down in the Articles of Government regarding matters which can and cannot be delegated for decision, the Corporation manages much of its business through a well-established committee structure:
Finance Monitoring Group
Audit Committee (statutory requirement)
Search and Governance Committee (statutory requirement)
Standards Committee (dealing with Curriculum and Quality Matters)
Remuneration and Employment Committee
Building Support Group (when applicable)
                        Special Committee 
		Corporate Planning Group

3.2 All members of the Corporation are encouraged to join at least one committee.   

3.3 Separate Standing Orders for committees follow in the Governors’   
      Handbook, which include membership details and terms of reference.

	
4. HOLDERS OF SENIOR POSTS

4.1 The Corporation has designated the following Senior Management Team members as Holders of Senior Posts:
a) The Principal
b) The Vice Principal 
c) The Vice Principal (Planning and Resources)
d) The Assistant Principal (Students)
e) The Clerk      
4.2 The Corporation has decided that all holders of senior posts are required to declare their and their spouses’ interests on the declaration of interests form (Code of Conduct - Appendix 1) which will be held in the register of Members Interests maintained by the Clerk.
4.3 The job descriptions of all senior post holders and of the Clerk are shown in Appendices  6 and 7.

5.  ORGANISATION AND CONDUCT OF MEETINGS:
 5.1 Frequency of meetings
· The Corporation will meet at least five times a year in accordance with the definition of ‘meeting’ set out in the Instrument of Government, to conduct  the required business,  and to carry out the responsibilities placed upon it as set out in the Instrument and Articles of Government and in other key  documents.   
5.2  Calendar and Schedule of Business
· Dates of all meetings will be calendared well in advance.   The annual calendar of meetings for the coming year will be made available before the end of the     Summer Term.    

	5.3   Attendance and Quoracy
· Members are asked to give priority, as far as is practicable, to attendance at meetings (See also the Corporation Code of Conduct.)
· The Clerk is responsible for the administration and custody of attendance registers.  For a full meeting of the Corporation to be quorate, 40% of the total membership of the Corporation must be present, regardless of category. 
· The Clerk is responsible for the currency and effectiveness of the Schedule of Business in consultation with the Senior Management Team and the Chair.
· Vacancies are included in the total membership number when determining quoracy.
· The quoracy for Corporation Committees is set at 3 members.
· If the number of members assembled does not constitute a quorum, the meeting shall not be held.
· If in the course of a meeting the number of members present ceases to constitute a quorum, the meeting shall be terminated forthwith.

5.4  Non-Attendance/Members unfit or unable to discharge the functions of a 
       member
· Where a member has not attended Corporation meetings for a period of 6 consecutive months or more without the permission of the Corporation, the Clerk will bring the situation to the attention of the Chair of Corporation and the Chair of Search Committee.
· The matter will be put to the next meeting of the Search Committee so that Consideration may be given to whether further action should be taken, taking into account any special circumstances which may have led to the absences.  
· This process could result in  a recommendation to the next full Corporation that the member should be removed from office, in accordance with the provisions of the Instrument of Government.   
· The same review procedure will be applied in the case of any member who is deemed by the Corporation for any reason to be unable or unfit to discharge the functions of a member.

5.5  Public Access to Meetings
· The Corporation will allow members of the College community and the public access as observers to Corporation meetings to non-confidential Agenda items provided a request to attend is received by the Clerk in advance of the meeting.  The Clerk will notify the Chair of the request.  Attendance will be at the discretion of the Chair.   

5.6  Preparation of Agendas and Papers
· The Clerk will prepare a draft agenda for each meeting at least 2 weeks prior to  the meeting and circulate this to the Chair as a basis for discussion.
· Any member wishing to suggest an item for the agenda should do so to the Clerk, who should then refer this to the Chair.   If there is any problem about inclusion of the item, the Chair will refer back to the governor proposing it, who retains the right to raise it in Information Exchange.   The same principle applies to all Committees.
· The final Agenda will be agreed at least 10 days ahead of the meeting, and those responsible for preparing papers will be notified by the Clerk at this point. 
· The main standard components of a full Corporation meeting will be as follows:
· Apologies
· Minutes  & Matters Arising from the Minutes
· Committee reports (minutes plus issues highlighted in a verbal report from
the Chair)
· Monthly Financial Report (appended to FMG minutes)
· Information papers (colour code – yellow) for matters not requiring any  formal decision/acceptance by the Corporation
· Decision papers (colour code – green) for matters requiring a formal 
decision/acceptance by the Corporation.    
· Information Exchange (update on recent developments; issues that arise from events since the despatch of the agenda)
· Information and Decision papers will normally be prepared by the appropriate 
      member of the SMT, the Clerk or in some cases by the Chair of Corporation or the relevant committee.
· The Agenda and papers will normally be distributed to members at least 7 days in Advance of the meeting.   Copies of all papers (except any confidential items) will also be posted in the staff room.  Union representatives will receive copies of Corporation papers. 
· In general, all Governors are entitled to receive all papers except (a) where a member will be required automatically to withdraw from a meeting under the provisions of the Instrument or (b) where a vote on their attendance may be taken at the meeting under the provisions of the Instrument.  If no decision is taken to request them to withdraw those members will be given the papers and the opportunity to consider them at the meeting. 
· A record of Action Points arising from each meeting will be compiled by the Assistant to the Clerk immediately following the meeting and copies circulated to the Clerk, Chair and all those named as responsible for pursuing actions arising from the meeting.  Progress against these actions will be monitored by the Clerk and taken into consideration in preparing future agendas.   

5.7  Publication of minutes and papers
· The Corporation will make all open items available through the office of the Clerk during normal office hours to any person wishing to inspect them. This will include:
· the agenda for every meeting
· the draft minutes of every meeting, following the approval of the draft  by the Chair
· the signed minutes of any meeting
· any report, document or any other paper considered at any such meeting. 

· Minutes will be issued within 10 working days
· Confidential items (as defined in 5.8) will not be made available.

5.8  Confidential items  (See also Code of Conduct Para 11) 
· According to the Instrument of Government, all papers received by the Governing body are available for public inspection, excluding material relating to:
· a named person employed at or proposed to be employed at the institution
· a named student at, or candidate for admission to, the institution
· the Clerk to the Corporation
· any matter which, by reason of its nature, the governing body is satisfied should be dealt with on a confidential basis
· items covered by the Confidentiality Policy (See Appendix 13).   
· The Corporation aims to minimise the number of matters treated as confidential. 
· Wherever possible, the Clerk will discuss with the Chair and with the report author whether a particular report should be labelled as confidential – for example where a matter is regarded as commercially sensitive.  
· The Corporation and Clerk must be able to justify a decision to classify a report as confidential – it is not enough that the subject matter is contentious.   There is also an obligation on members to respect the status of confidential documents.
· A separate file of confidential minutes will be kept in the College safe and maintained by the Clerk.   
· Student and Staff members, and the Clerk, have no right of access to minutes dealing with matters in respect of which they are required to withdraw from meetings under the Instrument of Government  
· Minutes relating to such items will be passed to the Clerk in a sealed envelope, labelled with the date of the meeting, agenda item and information/decision paper number by the Chair of the Corporation or of the relevant Committee within 2 days of the meeting.   These will be stored in the College safe.    

5.9  Withdrawal from Meetings
· Circumstances under which certain members may be asked to withdraw from a meeting are defined in detail in the Instrument of Government.
· In addition, the Corporation has determined that the Staff and Student Governors are always required to withdraw from that part of any meeting where the remuneration of the Holders of Senior Posts is to be discussed.
· In the event of the withdrawal of the Clerk for a confidential item, the Corporation/Committee must pass a formal decision appointing a clerk for the duration of the item. 

5.10 Declarations of Interest
· The declaration of an interest is the responsibility of the individual member
· Any interest which might be difficult to justify publicly or which may give rise to public criticism should be registered and declared in relevant meetings.
· If the Clerk has reason to believe that a member has a financial or personal interest that may need to be declared in relation to a particular item, this will be drawn to the attention of the Chair and the member concerned, preferably before the meeting
· Having declared an interest, the member concerned may not discuss the item any further, may not vote on it, and ceases to be counted towards the quorum necessary for taking a decision on the matter.
· Individual governors may prefer to withdraw from the meeting but are not obliged to do so, except in the circumstances defined in the Instrument.  
· The declaration of an interest by a member in the course of a meeting should always be recorded in the minutes. 

5.11 Voting
· Every question to be decided at a meeting should be determined by the majority of the votes of members present and eligible to vote on the question, with the Chair having a second or casting vote in the event of a tie.
· Absent governors are not permitted to vote, whether by proxy, telephone or post.  
· Video conferencing is now permissible, and voting can take place via this means.
· A Student Member who is under 18 may not vote on any question involving the Corporation in committing expenditure, making a contract or incurring a debt or liability.
· In practice, it is unusual for all decisions to be decided by a formal vote.   The Chair will normally ask for agreement to a proposal in question at the conclusion of a discussion and only call for a vote either if there is a clear expression of dissent or if it is a matter of particular significance (for example, approval of significant expenditure, annual budget, accounts etc)
· Should an individual member request a vote on a particular issue, the Chair must conduct a formal vote.   
· A dissenting member has the right to have his or her disagreement formally recorded in the minutes.  

5.12 Special Meetings
· In accordance with the provisions of the Instrument of Government, a special meeting of the Corporation may be called at any time by the Chair or at the request in writing of any 5 members. 
·  Where the Chair or in his absence the Vice-Chair, so directs on the grounds  that there are matters requiring urgent consideration, the requirement for 7 days notice of the agenda is waived.
· It is for the Chair to decide when the meeting should be held, preferably after consultation with other members.   Where a special meeting is requested by 5 or more members, the Chair (or Vice-Chair) must instruct the Clerk to convene the meeting.
· The Clerk should make sure that the business to be discussed is clearly stated on the agenda.   The agenda will consist only of apologies for absence and the item in question.  
· Normal rules concerning quoracy, chairmanship in the absence of the Chair, taking of minutes and other procedural rules laid down in the Instrument will still apply.   



5.13 Dealing with Concerns
· Corporation members and the Clerk have the right to have their concerns or disagreement with an issue formally recorded in the minutes.   If they wish to take their concerns further the first step is to discuss the issue informally with the Chair or Vice Chair
· Where the issue remains unresolved they should put in writing the reasons for the concern and send to the Chair and the Principal, and/or the relevant committee 
· Issues which come under the terms of reference of the Audit Committee should be raised with the Corporation Chair and the Chair of that Committee and if necessary the auditors should be consulted
· The Clerk is responsible for intervening if it appears that the Corporation is acting inappropriately or beyond its powers.   The Clerk has the authority to obtain legal advice in this situation.

5.14 Clerk’s responsibilities where the Corporation acts inappropriately or beyond its powers
      The Financial Memorandum requires each Corporation to specify procedures it would expect the Clerk to follow if s/he believes that her/his advice is being disregarded or overruled and the proper conduct of the Corporation is being put at risk.  The Clerk may take some or all of the following steps:
· make every effort to resolve the matter internally with the Chair and the Principal
· ensure the cause for concern has been put in writing and notified to all members
· report the matter to the next meeting of the relevant Committee or full Corporation and ensure the matter is recorded in the minutes
· consult the External Auditors
· obtain legal advice under own authority
If no solution is reached and the Clerk’s view is that the grounds for concern still present a threat to the proper governance of the College, the Clerk has authority to refer the matter to the LSC and inform all members that this has been done.
The Corporation adopts the advice in the Financial Memorandum that action within the above procedures should not provide grounds for disciplinary action against or dismissal of the Clerk.
 
6.   CORPORATION RECORDS AND ACCESS TO MEMBERS
· The Clerk is responsible for the maintenance of Corporation records.
· Members are asked to provide contact details to the Clerk for inclusion in a list circulated to all members of the Corporation and to senior postholders.
· Members are also asked to provide an up to date CV and to supply a brief résumé for inclusion in the Corporation information list. 
· The Clerk is also required by law to maintain a Register of the Interests of members.  This is available to the public for inspection during office hours from the Clerk’s office and is updated annually.
· In order to protect personal privacy of members, any person wishing to contact members directly must do so through the Clerk or the Assistant to the Clerk, who will forward correspondence to members or relay contact by e-mail or telephone. 
· The names of Corporation members are published in the College Annual Report, in other college publications such as the Staff Handbook and Information for Parents and on the College website.

7.   CHAIR’S ACTION
· In practice, it will be necessary from time to time for the Chair or Vice Chair to act on behalf of the corporation between meetings to deal with routine matters, such as: 
· signing of  documents on behalf of the Corporation
· responding to approaches made to the Corporation by external organisations
· agreeing to detailed aspects of the implementation of matters already agreed by the governing body
· In the event of an emergency situation which would normally require a decision by the Corporation but where the circumstances make it impossible or impracticable to call a Special meeting of the Corporation, the Chair or designated deputy has the authority to act on behalf of the Corporation.   
· In the vast majority of cases a matter requiring an urgent decision is likely to be within the remit of the Principal as Chief Executive or is likely to come within those powers delegated by the Principal to other senior post holders or powers delegated by the Corporation to the Chair.  
· However, occasional difficulties may arise if:
a) The person who is able validly to take the decision is absent;  or
b) An urgent decision is needed on a matter which cannot be delegated under the Articles of Government and so must be a decision of the full Corporation; or
c) The power to take a decision has been delegated properly to a committee but it is not possible for a quorate meeting of that committee to be convened at short notice
· In these rare situations, such matters will, wherever possible be put before a quorate Special Meeting (called at short notice if necessary).   Failing this, the Chair will consult with the Principal (or vice-versa) and/or or discuss the matter with some full Corporation members before proceeding.
· Action by the Chair on matters of significance will only be taken if delaying a decision would disadvantage the college.
· A full report of the emergency and any decision must be prepared no later than 48 hours after the emergency and submitted to the Clerk who will inform members of the detail by e-mail or telephone.   The report must be formally presented at the next Corporation meeting so that any decision made and / or action taken can be recorded in the minutes of the Corporation.   

8.   MEMBERS’ EXPENSES
· Whilst the Corporation is not able to pay allowances which remunerate governors 
      for their services as governors without the approval in writing by the Secretary of 
State, governors are entitled to claim travel and subsistence allowances in line with college rates.  Details and claim forms are available from the Assistant to the Clerk.
· Governors will also be reimbursed for costs that are a direct consequence of their duties such as attending training courses
· Governors will also be reimbursed for reasonable costs agreed with the Search and Governance Committee which are incurred to enable full access and participation in the role of Governor (with particular but not exclusive reference to the Disability Discrimination Act)

9.   COMPLAINTS
· From time to time, complaints about the College will be made direct to the Corporation, usually via the Chair or Clerk.   These complaints should be acknowledged and then referred to the person responsible for investigating complaints under the college’s procedure.
· Members should not seek to investigate and respond themselves unless and until the procedure requires them to become involved.
· If a complaint is made specifically about some aspect of governance of the college, it should be referred to the Chair of Corporation.  The Clerk is to make an annual report on any such complaints received.
· A copy of the Complaints about the Governance of the College procedure is to be found on the intranet and in the Governors’ Handbook

10.  PRESS STATEMENTS
· The Corporation has authorised the Chair (and, when appropriate, the Principal and Clerk) to make statements to the Media, the public and interested parties on issues relating to the Governance of the College. 
·  The contents of these statements will be the subject of consultation between the Chairman and the Senior Management of the College.
· The majority of items which require public statement concern the strategic management and day to day operation of the College and are thus dealt with by, or on behalf of, the Principal.

11. TRAINING AND DEVELOPMENT 

11.1 Roles and Responsibilities
· The Clerk has the responsibility to facilitate training for members, including the induction of new members
· It is the responsibility of the Search Committee to advise on training matters
· Individual Governors have a responsibility to avail themselves of opportunities for training and updating activities – this is laid down in the ‘Governance Development’ Section of the Code of Conduct
 
11.2 Entitlement
· The College is committed to providing all members with the following:
· Induction Training – a thorough overview of College, Corporation, role of Governor, legal responsibilities etc  
· Support to enable them to grow as a Governor through a personal development plan which may include a mentor for new Governors in the first year of office if desired
· Opportunity to maintain a good grasp of the national FE context, funding, curriculum etc
· Opportunities to visit the college and gain insights into the day-to-day work of the college and the nature of its business, with the option to become a ‘Link Governor’ for an area of college activity 
· Regular updates on national and local developments
· Training focussed on specific aspects of Corporation and Committee work, or key policy areas – e.g. Strategic Planning, Finance, Audit, Employment, Curriculum and Standards, Equal Opportunities, Health and Safety etc
· Reports on new developments specific to this college – e.g. adult education,  marketing, special projects etc
· The opportunity to meet with governors from other colleges to share ideas and best practice

11.3  Activities
· Termly information seminars are calendared to provide scope for training on specific issues facing the college, and the opportunity for college managers to discuss college developments with Corporation members
· An annual ‘awayday’ event is planned for in depth work on strategic planning matters and may include an element of training in relation to national/local issues or new developments within the college
· Brief updates may be provided in the context of calendared Corporation and Committee meetings, usually within the ‘Information Exchange’ item, or in the context of an Information Paper.
· AOC and SFCF Bulletins, as well as college newsletters and bulletins, are distributed to members for information.
· New Members receive an Induction Information Pack (See Handbook) and must attend an Induction Training Session organised by the Clerk.   They are invited to spend a day in the college as soon as possible after their appointment and to meet the Senior Management Team.
· New Members may also be allocated a mentor from amongst the more experienced members of the Corporation.  The mentor’s role is to provide guidance on all matters relating to the conduct of meetings, clarification on matters relating to the code of conduct, and generally support the integration of the new member into the Corporation and its work.
· Details of relevant national and local training events and conferences are circulated to members by the Clerk.  
· Members are invited to take on the role of a Link Governor in relation to an area of college activity.   Details of this scheme are outlined in the Handbook.
· Every member is encouraged to visit the College during the working day and to attend Open Evenings, Student performances and the Celebration Evening as often as possible.   
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